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OUTLOIS OF PENSENE APPLICATIONS OF FUNCHIDeCARD Merion 
S creesiamenl Li omtentealllnastmebtenehtttatth aintiiaanteamatetainatine mnie edtinatnditteaare raed Sinaia atialienabenttaaeenthememetneamn seme meme ann ane itn a 


sem ren pom ee 


: 

1. The punched=card method has heon continuously @aployed in 
eid sines February 1047. Tho method ws first aoplied to the noods 
at indoxing intelligeuse inforaation aud te obher intelli-ence 
problong and was later extended to accountine and edninistrative 
record keeplug probloage Purlog this period, rapid procrasa wey 
made in dovelopuent and installation of procedured aad the trainine 
ef operating perseanele Tefinibse continuous adveytages and sovines 
are being realized from tha established procedures end further ade 
vartaros Will acerue ag the mothod Is oxbeuded to other work ag 
described in Taba Band 6 of this report. A brief histery of th 
yrosont applications sud resultayt acvextares and savings ia con 
telnad In tho followins pararranha. 


ee Indexes of Intelliecaee Information. . 
raiattthaltecetinatinaialliahamdndttldn niall Dene emitathtactaebaninhabinhid be baiiend tam rane a em 


&e In 1540 when the opsratiional requtrancarts of the Azaney 
were being daternined, 44 was ronlized tiat ghe vash mount of 
intcliicones dwba to be recelved mush be indexed by a mathod 
wale would provide a fast and accurabe moana of Glugsifyvine, 
Andexing and locating speclfia data won request. Hocause saaed 
ead accursey ara essential ia oaxtiefylng on intel li-ence voguest, 
The usual nothods and procedures of indexing, findine, correlate 
dag emt Listing the inferagsien avallable for disseninatioa were 
found to be Inadequate when measured by CLA requiramonis and 
stnndarda, Therefore, a mrthed and a procedure was roqalred for 
sresdily recording the pertinent dauba in a aedlun which eould be 
mchanteally filed, selected, corraleted end listed with speed 
end aocuricys 


be Alter thorauch invastiration of mewroud possible solue 
tions, the punched=card mothed was aeleeted because of its 
flexibility, spoad and accuracy. 


Ge Tho tack of adapting the method ty the Arouey'ts neods was 
started in the latter vert of 1046, Pho p 


hectetar 
now mainte ia oy She a, was develoroad 


firete. Yhe nveessary pancho TEPER vag delivered in 
February 1947, and tho precedures rere placed in effete 


a Sintlarly, procediros for indexing doamsmbary, granbic, 


blorrephical acd industrial ivtelli-onee data were tn the process 
of development and wore mada offoctive during LodTe 


Approved For Release 2005/0144 BREF gbb51R000100020058-8 


he Nr Eo OMe, 


ae 


25X1 


- Approved For Release 2005/01/10 : cngpre constr At ADR 4p 


@e A sPocial system waa developed to provide a moans of 
Armigaltting and reproducing abstracts of indexed docunouts 
umon racuosse She syoton Includag the use af gpectal faosinile <t 
oyalpmons designed to nutbowlicelly Teod eslocted indox erxds, 
sem Sho abstracts of deowionta weildion Ghereon, transett tha 
geosmed data to receivers Located in who Mdbrery end othor of- 
fiees of GTk. Tho facsimile sachinas wore dovelopod end proe 


duced to neot speolfMtonbiona provided by tho Acenay.e This git \ 
tea is now knom as the Intello-far oystomte ee 


f Ponchedesard procecures wore developed for the purpos 
of proluoing gazetteera of plaas menos for the NIG pracrte. 
To dato gagabtecrsa for 37 countries and 205,68) place uses have 
beon comploted.s Thies work was started in Kay 1940. 

ge An index of the published Forolgn Drondenst Inbaroopts 
‘wag asteblished on @ punched-card basis in tay 1947, and ig now 
the only complete ludex to the pamphlots published after April 
"LOaT 


he. Soparate installations of mnoninos wers made in tie Com 
rantentions Divieioa/ 030, and the Special Research Centers The 
pracddurses and results obtelned by thasa tue installaiieos are 
of a olsasifled natures 
&, Accounting and Adwiutstrative Rocord Seoping Problems. 

: acca carritecem entrant eis TOA TENANTS A NINE bee i eT TA Ae NRT ER SAME RR mi oO eee mance eee 

&. fhe punshedecard procedures and the mannor of uslig toe 

mathieos for lutollirence problows ere uniqude The “asd universal 
Ld Y sf 3 

end best koowa’spplicatiaus of the panchedesard sothod are found 


4n the Sleld of eesgunting ands duinlatraiive record kooplnce, —_.__ 


Tho advantones bY De derived Craa sucounsing applicetioag wora | 
rooomizod ax’, iu the fall of 104T, tho Aduinistim tive fra joote 
trend wae agtabbished in the prenent Pachine “Voteeds Mivislony 
Och, Vo porters nesting sod administrative rederda work on o 
munchod=onrd bagla for the Acninisirative Fiesf of CIA, Tho 
ssorlg of drafbine oracecures for accounting and relatod acninte= 
‘trubive rocord kweping Joba wer socatplighed ag rapidly as pose 
gible with tke Lhalted metber of avalleble mehing personnel 
pricarily ongesed La eeteblishing and weiutainine the intallie 
genee Indomae. 


be At the proasnt tino, the Folleying jobs aro belng per= 
formed on .a curron’ basia: — 


Approved For Release oso EHO ty os1noorcooase- 


| iliac 
Approved For Release 2005/01/10 : cia,poPsa cose Abt dibcdbad 4 | 


(1} Personnel Statistionl Reoorda; 
“{2) Forsomel Qualifiantion Bocords; 
(3) Personnel Strength Reporting 
(4) Apolicant Application Resordeg | 
(S) Applicant Qualification Rocordss 


{6} Phystoat Inventory and Reomollintion of Waroe 
“house Stock for Sovelel supoort Steff, 


(7) Porsonwel Foaition Control, O¢d; 


(3) Hook end Periodical subscription Purchase Revord, 
CIA Librarys 


(9) Lachine Utilization Records. 


The whore jobs listed above are only the begimine af a program 
for applyiag punched-sard methed ta tha Arenoyts sosounblng snd 
record keoping problema. Additional applications ara outlived in 
Taba Band Oa 


& Advantecon ond Savings Raalizeads 
a ase atetincea amine etieeaahie needa nniienn dearer oT 


Sq Since Jenuary 1947, the date af the first mechina ingtaline 
tion, the use of the punosedecard rurthed has baan tasted, altered, 
daveloped and expandad, Tha procedures in effect for the wurlous 
intelli;enoe roristera are oort! sigigly boing studied seid revisad 
$0 produce tha desired ramlts mers ewpodLtioualy and offtetantlye 
Now procedures ara develovad to meet new or chenced intel Lirencs ~ 
roquirenente.s. In gone enaee plang heve boon hold in aseyance enalte 
dug the development and instalintion of npectal esiipaant. 


be A law of the adventaces which have boon renliged to date 
are Listod bolavr: 


(1) Tho several types of index Miles now contain millions 
of ivoma of dnusliisenca inforaatlon mud thogea itons are 
autoantieally and qulelly Lecoted and produced UPan requast 
To have acaciplished the eads doasirad unter a airanl or sovie 
mamial mathod would have been impossible. The valun te CIA 
“of movhmised fadex files of intellivence information cannot 
‘be over eatinatad.: 


(2) The prooodure ostablianed for procegging dosumonta 


: + ra a ‘i i + %, £ 
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end the related proeedures for sontrol, allooation and 
distribution of gocunonts, have mesuited in eatina‘ad ane 
mal savings of $200,000. These ennual anvings alone 
nore than offse0G the present ea:mual cost ef all punchued- 
card equipneat and gupplies. 


{3} Gasetteors of place nanes covering 37 arenas and 
more than 295,000 nanos had baon produced ag of Jina 1950 
and are continuing to be producad aG tha rata of 12,000 
nies a moth, Tho prodaation of gazettoors is the only 
ene of agveral phasos of the 4I3 progroa which ia current 
with the osteblished procram sehedula, Ono thousand copiss 
of onch gasottear are published and i4 hag boon 4 stisated 
that baa prosent publication cost Je onoethird of the sost 
of publishing tha enzatteers prior to the application of 
she punchoedessrd authols 


{4) Tho book and perlodieal subsoription purchase reoe 
ord ondwheaived by the CLA Library was pinced on a punched» 
card bestia in 1496. Ag a requls of the inforsation and 
control previded Wy the punchedsoard meuhol, Hae coat of 
the ennual poriodieal subgoriptions wee radueed by $2,209» 
Resed om inforvaation furnished in monthly punched+card 

roports, additional emaial sevings are baling pealized by 
moinicinies the mumber of parledical subsariptions ab a 
adalriame. 


(5) The application of Qo punckedworrd’ mothe’ to CIA 
Porgonnol Records and the Applicest Pile has furnished oh 
Toraonuel Tivision with inforactian otherwise unobtainable 
end hag paved & prea many nene-dayte ; 


(G}) the work performed for the Opacial Suppert Staff . 
in epplyling the punshedecard gethed to ascomiing and rocome 
olliation requiresonts of the recent physionl Invertory of 
: stock In the resulted in a 25X11 
substantial saving OF S30 000 GOLD, pordonael binme The 
pracedureg used pormitted too astaulishvant of sombrols 
witoh would not heve been feasible uwor a mumuial oprrntiont.s 


Ge Tho acventagos listed # ove, aid other intansible bence 
fies end savings, will coniimas and will bo Incraassd throunhs 


(1) The continucus study of oxtating procedures te detom 
mine means of expeditian ta flow and praseaaing of the goures 
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mutierial and of increasing the afflelencny of manual and 
negiing operationge — 


(2) ‘the favalopaon$ and exploitation of now muciines 
and machine nethedas 


Provielon has baga made for guch development and raanarch 


through the use of Tabluation Project Planners in each Tivision 
using tae pounchoderard nothods 
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Seer j wet a ee at 9 eT yt : 
PAGAIING APPLICATYRI ry mr DLOP OO WAG 


is oflaite advantages and beth direct and intencthle savinca 
tea “eo ohteinad by the application of the munahedecord mathod of 
accomiineg, gtatietioal and rocord kneping problema, aud it ehearle 
be She coal of every user of the wobhed to anke to moat oxbeastve 
uso of hig oaghinegs Uowever, 1 da both Inefficient aad unecsnete 
eal to euply the mothed te a oroblom or to a pars of a problem which 
oan Go pervamimd better by anobher type of bunluess machine or in 
80U2 CLEes,y by manual moethodae It ie the crughlee of tils Asgoney ‘ta 
agply or réeontornd the uae of tie method when the rasults af shudy 
af existin: or contoaplated orocacdures show ¢hat geyiacs ated veluc vile 
adveatayes wlll te realized by porforatuc all or part of the work by 
meaga of punghodeaardse The recults of studies cnde of the jobs da-= 
soribed below @how that definite advantages wlll be realised; 


fe CIA Poxsihion Csabrol, 


Procedures for maintaining a Fosition Control for Personnel 
and Budget Accounting parposea for degmrtmental and field pale 
tiong in all overt offless have bem developed and wlll bo mada 

oifectiva on coupletilon af trliela nov being condueted. Turin 
the trial peried eny defedte in tha procedure witeh appear, will 
bo reasdied so that a flru procedars may be aade oourative. The 
arbonatio proparation of 7/0 shoeta will he noasible as a by= 
product of the oparationg Tho advewheges widoh wlll be reakised 
are as follows 


(1) A oleae control will be established over the assigns 
montG of personnel to established positions, 


(2} The suemal posting of a position eomtrol rocord ia 
the Sudced Office will bo eliminated, 


(3) AG the end of the flasal yoar or ab any tima upm 
teamengt, the Tudcen Office wilh be furalahed wit a annplote 
history of the comupaucy of each positton eatabliched dn TAs 

. Shia record ig membrod ty the Durean of the Putcet in supe” 
port of the request for farts for porpevwl services and tg 
aow ovGalned by Inborious manual motho’a on the part of the 
ontive budet stuff over a poriod of a month, Those houra 
of Glorical tine o1 the part of hich saloried oaployoos will 


be sevods 


(4) The control will assure that persomel services 
funds are properly expondeds 
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{5} the Personnel Dircetor, Persamel Officers and 
the Adwiniatrnative Officer in each offlee af CIA will be 
tyaished, on a sdboctuled basis, coples showias the nane 


of the porson cocunyls: each poaitlon exid all obhor portia 
nont yersacmel data rewired for proper personnel xm Th he 


monte Those renorta will glininate many clerical ho a 
in each of tho offloads 


‘be Shyodeal Inventor, 


Tae sopolication of the nunchedeceamt mothod ta physton L itt 

veertory saves Gise nid ads “ros ROGIP ACS teaouch ov SEG OFS Cte 
eee of the value sf ouch item, peraite the a: moeblia uvsons af 
atrich cortrels wiieh are not feasible undar « mecmal ; procsdurd, 
mank grogtly faclliiiates the wark of recouciliation batwoos 
pa caient eumt and steck card baleicos throuch miianatbic aumcarle ’ 
aon of quantities, unit of issao, walt oriee and waluce Toomute 
Lys toe punchod=oard sothod wag apolied te the inventory of atack 
iteas gonduoted by the Special Suppers Staff and resulted in e 
substential saving of clerical tise end aeournoy of resulta wich 
otherwlaa, could not have been obtelned, the work war perforsd 
by the Machine Matheds Civision as a spocinl projects without 
adaltional pee eee epilprenk aod raed: iW perdaniole The 
Speelal Supvert Stat? now pleas to ph Yoloally count onaetewo Lh 
of the werehourae ‘gtoole eaoh mothe Tho Gount will he written 
om ponohodecard inventor; tlekets wich will be forwarded to they 
Machine Hetheds Divigien for aachine propessinz aud later tabula. 
tions af all mocessary accounting reporta, The avove procedure 
will be applied to all GIA inventories if amis gstady is approved. 


M& Stook Records, 
. hand atnintanh hhernned nblitin Teieatttain rat het oe ates} 


fhe Spoelal Guppork Piaf hos requested thas the Punanodecard 
mated Ua applied te Lhoir Stogls Record Accounting oreblen and 
& preadura hag been developed. Until such ting aa m apa med 
aquinnsat ag installed wrilar the oobral of the Sod, the machine 
eoratlona wlll be porforacd in Maeline Vethods Divialon, DoD 
Tao Clexth ALity of tha puncisdesard agthod, not inhoront in 
SubGr oguloate, will perks the egteblishnent of strlet eontrels 
axl boo antesatie presacntion on porlodia eats and anolbyses 
whieh will provide definite advaztaces, a fow of wieh ares 


(2) Better control over rv sCOEEG: and distribubion of stock 
items, 
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(2) Radustion of Lnventmoat in inventorisa te te 
lovest possible point eonslatent with requirsuests, in 
erdoy to insure a continuous supply. 


(3) More ronlistia purchasing resulting fron accurate 
facts az to steck balances and movemonte 


{4} Accurate quantity and value balances resulting 
from antonatio eoupitetion which oliminuases orrora oF renal 


oalculatians 


(5) Autonstle proparntion of eanplote and sonprehen= 
give Stock Stavua Reports which will siuplify the oheeclag 
of invenbories and asgure scaurabe eyele gheaklige 


The saco prosadure will ba oxtended to other CIA Steck 
Records whon approveds 


de Payroll Accountinte 
ee eee ae 


A punchod-card procedara hag boon ¢stabiished for the 355 
payroll end a trial rao of this presecurs had bean vada Tor 
several voy periods. Several chanves in toe original procedure 
Have been aedo om? it is mov ready ta be aeplied % o the exbire 
35% payrolt. A Tow of the dofinita a afveniacns wh toh may be 
realized oy runing ‘the payrold my & purohedecerd dDagha are a5 
Lollorzs 


(i) | Gampleve eoxtrol of all eleaunts affecting the nets 
eorminss ef each enployec. 


(2) Striking of trial nee each pay period of ell 
elewnrbe of pay prior to the sutosatiie preparetion of raye 
‘well Jourmels, © grployes and Allotues chuske, Individunl 
Baploywa Earnings Records and Trensfer Liste for posting 
oredita to Siabion Pay Accounts, Insurance Accounts, Travel 
Advance Accounts, Oude , 


(3) Metribrtion of costs of personael sarvicss to various 
atetions and orejesie. Potal of costs clstributad wlll be 
euteomationliy balensed wlth Payroll total for pay porleds 


« 


(4) Axboaatio (ropere state upon request, of groan Garit 
inca ond tox withhold, and wel forss at the aad af the ealone 
dar yoor Dor Lacon bax paurpouode: 


(G) Perlotle tebluation of individual retirement credits 
requirad by tha Civil Sarviee Comission. 
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(3) Boyroll onrie uaad for performing avoremonsioned 
acemoumion Duiwsions will be avadliaule upon roqierh Lor 
neste mend casprohoasive siatiobloal ghidies and aaslysem 
of all ofoneria of cotrsonal sarvine cogba such as averiine 
bays Gvordaad poy, Livinn and quartera allowweds, doves 
eney allowuneca, advances of varloas typos, bte Thode 
ambytical studies comet be obtaiued wider @ moral oz 
fonlegmial authad without the uidacnoales] expenditure of 
tine and effort. 


(7) Cogt of auditing versonaal service costa by india 
viduels, whatilons, and projacha wlll be greatly racusad 
sureuch the abblity te mitosstleally assesblo porsenal cast 
dste offecting ang individuel, stablon or projoste 


(8) Believe presunt peyroll sastion employees of tine 
required to propara gouclal rogorts upon roquest of the 
Dircoctor and hie staff and others, thus enabling thon te 
dovate their entire tlae toe the pregaration of payroll 
cChancote 


Peeanse of the highly sensitive motare of the Speelal fur. 
port Staff Payroll, 1G seg been daolded thet the payroll worlr 
should not be parorned of a punchadecard basis untill sachines 
ed orcrating vorawmel are loonted in L Building under the adcuinse 
fatration of thu Sade 
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PULURS APPLICA BONS 
EI A SPUR SRA TOROS BONITO, SSCA: 


l. Tera are sany aocomrvbins and record keoplac Jobs and totale 
ligenag treblenas new bolne perforned ty menunk or soulenenunal sotho’s 
te rhiah the punchodenard arched mlvnt be anplind with pesultant snve 
teeta, Crosber acouraay, greater spood im obtaining oad results ond 
more gorplete lofornstlene Sone of those oeroblosas havo been revievod 


in ouftdelent doteall te resocaisa that definite advanteres will accrus 
Garouch tha vao of the mashed, ond others are of a type whieh ars 


usuclly performed by the puachedecard mothed woon the voluasa of worl: 
ig suifioiente The provant procedurcss must bo studied more thorouhly 
belors rneounondniiong cau be undo. Alas, there are vory clstinss 
ponslite So be derived throush brondemine the s¢ene of presently esbabe 
ished procedures to include those parts of ea entire probles still be= 
ing pertornsd ty wanual or soatemanual mothods,. Ag hag been stete 
arider in this report, the soaveral Tabulation frojoet Planners sare 
avarg Of the pasalbliity of extending preaent procedures end are covelope 
ing the necosasry protedureas The peinciral reasons why such procedures 
nave not already been mate effective 4a (a} dus to the absence of well 
treainod machine eporating personnal, tahulatios projoet plannera have 
been rejulrad t¢ operate machines and therefore have not baon ako to 
devots thelr entire tiae to davelopnent worky (6) sone basie procedures 
era Just now reaching tant point in their dovyelomaaat where pleanacd 
oxtoislong can be aide effectives and (e) sono activities ara waiting 
glearnnce of operating pergonel, and cannot asauce eny additional 
wert lend. These difficulties ara not uncemion te a crowing installa» 
tion and will Ge overconsas additional opcratlug persanne]l report for 
duty ard bessag preficlont in uachine operation and thoroughly femilier 
with prosedurog; and ad tha bagla procedures hoacoms stablliseds 

fe Trnediate benefits onn be realized fron, and our offert should 
be directed toward making effective, the followings 

fie Yooition Control = dincueasad in Tab B,to be rade effecahive - 
soon fox douarGhonsal wad field positions in the overt offiecoa. 
Should be extonded to inclute cavert offioes at an carly datos 


valeal Ta-aviory « ag diseussed in Tab By thie work ns 
bees succoisrully porvoraed for Gracin Support Start and shewld 
be enployad woeu inventory of overt gidolk is takense 


Ge Stock Rooords « ag stated in Tab B, procadurca are nav bee 
ing dovalopad and with be aude effective in July 1950. As soon ap 
the procecures have beon perfectad through actual operation, they 
should be extended to include all CIA stosk record = 

eek 
GUNrIDENTIAL 


<i 


Approved For Release 2005/01/10 : CIA-RDP84-00951R000100020058-8 


open pene aaa 4 


Mid 


Approved For Release 2005/01/10 “GIfA\-RDP84-00951R000100020058-8 


CONFIDENTIAL 


necanrilits It ia estinated that tite om be accouplished by 
early 1lo5le ; 


Ge Property Hacord Accounting « This agplicatioa «lll be 
developed In cayjuigu.on with cwlo Stock Reeord application. 

Et conslatve of astablishinn a onrd record of mon-orvendnble 
fSoxs watudrews Pron weck an? charcod to Aceountable Offi corae 
Lista of itews onerged to euch asowmt wlll to watombically 
prepared perkodiellly or upon request, asd furnished to each 
Accountable Offieor.s Manual records now walntained in each | 
office wili‘he elininated, more accurate and up te date records 
wiZLL be egtablished, snd @ reduction in the number of ibeng 
wprinkly written off wlll raqulte Tho savings whieh will be 
realized esnuat be accurately ostisiabed nt this timee This ap~ 
plleation will be mada effective sconeurrently with tho Stack 
Beoord Application. 


Ge ireparation of Steck Cataloe » The 659 if revising the 
a san Seen teehee get ae COL ES ster ebcansete ramones gmat 4 a. Pa face x 
eteol: murs sad gononglauire of Usewe stock iteman which cox 

wider ite gominenae. Thea the revislos job fs ecaploted, it 

wlll be nosassary and dasirnvle to cublleh a obesk catalor by 
ge mathed whieh wlll pormli new papers te be oublished as new lteng 
ofatock are added. This rorulr ment hea Loon shidled ont i4 ba 

y 


beon determined tit beomica of Che loustl and typa of doserlosion 


rocairad Soy nang steak dueva, the eltdreggocrash mrthod would be 
mora Doasible Tian the pguncholesard method, ,Addregsosrsth oailoe 
my canod by the Agenay is adequate for the job end will bo usede 
Tho work of egixolishiag to oririnal acdreasopress pletes for 
anprodiomialy 720 Lsead will be toe nogt ticoeconduminac cerb of 
Gh Joae The work wlll be ctorted eg goon ag roericed stock rere 
bers and nonesolatvure ary ovelladle is Auguety 19d 


fe Porssanel Aesountiny « Deflalte sevinrs in clorice] tind, 


ISLA Sta de ye A 


and too Dronacslon oF eosensiel pergemel dake and atatloties 
aro Doing realised froa the surreat appiientiion of the punchade 
ecrd wmathsd te Poraonnel Accounting reuuirenentia.,  Purbuer save 


dogg and ecvantaros will le realised ag the applieations da esctende 


ed. Tho ostenaloaa aave bem Lsaussad and approved by the Peres 
ential OMSice and are plaued to be made effachirea during the 
emuee Of 2050. The rersomiol Aosounting Application hag been 
agincdished for the Administrative Steff and ta a Limited extant 
for tha Speoiel Support désaffa Chen a acehine Inotealletion te 
tae in GL Bullding the prosedure enn he aextented to include all 
S39 xoytireaoats and the proseat savinea end advantases will be 
Anoressed tiorabye 


fe. The applicaticaa Listsd above are wjor in character nid 
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will require considerable work ond concertretion of effort. 
Ti ia car coal to have thease jobs Iinatalled and operating by 
early Pisonl Yoor 195le 


% her anplieations of om aesmuiting and record keeping 
aature wlll ba surveyod and recayzendations will be mada oa the 
patia of the survey fladloagse.  Inelucded in thls category ares 


@. Tuceet Accauabing which offera definiswe possibilities 
Yor advatarcous application af the sethods 


ty Ta Sat intedlisence fald two major projects will be 
abled as LolLoves 


(2} O30 ia interested in adapbing the pumchodecard 
retand ta thoir partloular nomis aml is aapocially laberostj~ - 
ad in the nor “ixson” punehoedsoard oethed of ind 2gnlie a 
npoducing cuatvachs of inGellireucs inferinideie Th nyson 
machines will be produced by the Iubernaticsal Ruainsa 
Veachinns Corporathlate loca the sagninage are oubil ce the 
developymi atage, very iittle informmblon is released 
eoncerning tia a.oreation nnd polonvdal of the machines and 

methods, Th hes bean surccobed that A denonstraliog of bae 
mankiueds and method bo erranred go that tila Acenay say ohe 
tein « tharoush understanding of tha operation ard potontial 
of Gna Dyson mawilios.e Fie me uid aration has caoneurred 
mad will infexsa the aD/OCD as to xhon such a demonstration 
ean ba held. Aber obtalting this Fandewonval Laforwitlon 
tt evaluation of the value of applying the sethod to the oar 
provles gan be oadie 


{2} The application of the punched-card mothad to the 
spackel dndexier preblond ia the of Registry vag roviedod 
goao meet ato. Tb wage found Shab carte in phage ef the 

joy would have boon diffleuls ta acive with standard tandhode 
gard 0 wubwions wveiisble a3 that tinge Since then now 
m minohadeaard syulpaent has boon cevelepsod.e Tha now @quipe 
swat is coapasially wll adanied ta the Rociatry'sa provione 
wud willl overcome tae diftloulties pe svioua ly enocnterad » 
A dotelled study of tucso provlens WLLL bo vaca ae non aA 
vogulole and procedures will be dereloped esourhl aa use of 
the new @eatipmowt. 26 da ou oninion we cag aogby machine 
novhods te thse Rocietrey gad reaver ae aronchy inprayed servy- 
ide. Tha Aastot nur Dlrecior fer Special Oporatianae la very 
eaxloug for thie Go bo donde. 
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t, Foroign Broadenst Informeéion Divialon Lieting of radio . 
fraquom lag. 


d, Eey voster showing list ef kuy Aconoy positions and pore 
somicl quall*Led te £112 tho positions, 
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UTULLSA To or (SAGO a, SPACES AND RYT Tare 
el HERE NE IE “eR mE ant Ninincaiaibanmeatasnatnetesete 


AOA A NL a a dps gt 


eenadnae kcbeaiinss 


le. resent Installationg. 
ARSE epee Ahi Je RR EE kA be Le scabiidceil 


&» ALL puncnedeoard fastallat foas are nov located in four 
aoparate offlees and are serforaing the typo of work ag follovas 


SPICE rele SATION 233 
EE Oc TONE eee nt gan Hg aeemnteaaind 
of South Bldgs Non-covernnontal sources 
index : 
OOn/Bloszraphtie Rogisher M Bldre Blocrephie Injexes 
Incustried Rosiot tor oH Tice Isdugtrinl Indexes 
Seohing Notheds Div. M Hides Documentary Index 
Regina Mothoda Dive HE Didts Greshica index 
Machine @ebthods Divs TH Bldce ¥SIn Indox 
Vaoiing Mothota Dive iM Blass eIg2oG Laers 
Mechine Kebhoda Divs Bo Bide. Acalnistrative frajects 
ong KA a4 & gg dildr. Classified 
s0/Coeun lenthons LGldee’ Classified 


efor purposes of efflelent operatioa the key punedhing of casottaor 
oscds Is porforsed in tue Board off Goarpravhic Raves, South Ine 
Gerlor Tiidiuge Hachlnes and personnel are those of Knehima . 
Reoords Divisione 


be O8D ma tho most haa tae inetalintion and is processing 
the crentest voluna of work. A pool of tsbauloting machines has 
bee ostiabidghed in G6n and ie uaeed in genaan by the Blocravhic 
Pegiater, Industrial Reclster and Kachine Netieds Dietsloue The 
pooling of machines La 2oat economieal and a hich machine useacs 
factor ia obtained, thorany raducine costae 


ce Taal ————S} peardiolpated in too SCD maotine 


miol until ita offices wore moved to South Buildings I% wad decided 
ab that tine that for rensons & soourlty and affielency of 6 
operation, @agiines should be inetalled du South Bullding. 


de ” aaparage sd couplets machines a ukgab naa was established 
fer the Snecial Researeh Conter beanuse tha nates of the works 
required “Bhat L& ba porforied sovaratoly. 


@e Tho Cormmisations Piviston/S haa mt tusthallatdon off one 


peiviting nek and one sorbing ee Iu is plauned to Increase 
thia in iwtallation toa full ceraplerent of macilaos.. 
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2, fProposat Installati ore 
a. Ag wtoted in Tabs A, D dad C, thera ave vers definite 
advantnses ta be gained thrauzh the application of tua punchode 
card sathed to Personnel Racerdiaz Accmuting, Peyroll Leomattn 
ing aad Physical Inventory axl Stack Record secewmrbine and it 
has been recenscadead thst tlase an-lbications be ostabllished for 
Speslal Supgert Staff as soon as posalibles Hovever, tue 305 
aeuree records ero of such nature thet thay ahonld not be roe 
moved froa t..eir Loostion dn L Building for processing. Thorcse 
fora, & Tachine inetaliation in f. Buliding to handle beth overt 
aud eovert avtninigtrotilve work for the Agency bas heen proposals 


be For resgens deseribed avova, 16 is necogsary to ostablish 
separete aachine Inatalleatioang Lf CLA da to tobe dmuadiase odvane 
tape of tho increnged effieioney and anvings which onan result 
frou exbenaton of the pumchedesard method tharouchout CLA, Thera 
Yoru, 24 ls proposed thats : 


(L} Surflelent number and type of suehine required te 
perfora for CIA Pargansel Reeord Acaouthine, Payroll Acccante 
diy snd Phyalenk inventory and Stock Record Acesunbine bo tre 
a 


stulled in Lb Palldine urder the Adainigtrative Goatrol of 6h 
Special Sugnort Starts ; 


(2) the procures exvtedlighed for tissa Jobs be develoved 
co Gay they oan be axtonded to aover like work perforasd iy 
tao Acxinigteative Shall, 


(3) during the serled ragiired te cuwplete the awllectiion 
of @ach Job in 355, the work mow telug per 'erced by thea Adsue 
istrative Srojecta Iranch, Machine Uethods Mivision, OCD, lo 


eontinueds 


(4) ag soon as ome Joo In S33 has veon coapletaly installed, 
like work being perfersed in oc for the Aljministrativa staf? 
be transforred to the S39 inatallasion; 


(5) when all CTA acainigtrative work de being pertorced by 
the S56 ingbellation that the Adsinistrative Project tranch he 
disesteblished. (AG tuas tine the porgoanel rengining im ine 
A a ae Branch will be transferred to the 458 installa 
Clone 


© Sorm of the bonefita to be derived from tiie plan are as 
follows, 
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(1} The S39 Lnatallation wlll proosss only adninistre=  ; 
tive anplisationg. 


(2) The precodires to te established for wouchorsd and 
unvoncharad jobs will io ths same whieh wlllmrait the 
goheduling of all machine operations 


(3) Tho machine porsonnel wilh be trained oa all Joba 
thereby pornittioc Mlexibility in the assicnmens of worite 


(4) Seviaieng of exictline procedurays and develomimmt of 
ney Trocadures tid methods [or beth voushored aad unvoucherad 
srork, on moro easily ba effooted wlth all work belun performed 
in tio sano shape 


3% Tho greatest utilization of pobowiial machine time, end thorae | 
fere the 05% ocomanical nga of machines, La chialsed threyh tho osthabe 
Lighnent of a central machine pool where sulflelont maciines are ine 
stallod to perform tha punckhedecord work ef all aperntine officoss 

A nexdified voralon of suck a pool le now eatebliannd in OCD, where the 
svork of four Renisters and CIA adwinistrabive wore ls now being pore 
formed, Hovevor, Pull centralization of miohines operations in CIA Le 
sob feasibie in different buildings nob addecent ta each otuery secure 
eomimicailon Laciiltles between the eserating offices and the central 
saching inaiallation ere not avaiichlias amit it hee boon deterained trat 
aortcin apolienble material should not be ranoved frou the bulldiasa 
were gong of Ue operaling off iced ara loontad. A conirallzed sachine 
division for CIA would ba fecelble if CLA fa aver hounod in one bullde 


4e With the establishment of a machine group in L Bulldine, tere 
will vo fivo separate ingtallatiogs Located In varLlous bailldblics and 
ino craving need for centralized miporviston and coordination of all 
punosedscard activities withla the Acaney wlll baoow doswdinte. Toa 
areas ary gapearviatag and caordinaiion cen be obtained by the agiatliche 
svar of @ maghiog planing! aad develorsent group ak tho ttafP lovele 
forouch such oairalised mipsawiston and coardinebion, telmlesion ora foot 
piannora asgignod to the soveral installations wlli not be iscinted fro1 
Can Gbher ead toe Lellawinge fevoravle regulie of dlreesed activity will 
be achieved 


Me Eiiuinevion of duplication of develoyuoms and planwing 
eflarte 


be Tho éstablishvent of coordinated procodursa,. 
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(c) Uniformtiy ia operating requirements and otentarda.s 
(3) Prevent risappllontion of the pumshed-card mothed. 
(o) Distribution af ~achinos on workload iosiae 


(2) Realization of maximum rather than the minimum bono 
fite throagh interchange of dovelaprout and epareting ideage 


ee ee 
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